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Editing a Page

1. Click on the Edit This Page w CollaboratingOnline
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2. The page editor screen will open.

Bl|l7|U|DB =|E File | @ widget | [T Table Preview | Cancel | Save ~

tin the K-12 setting?
dialog about these questions.

Which ones work
Let's use this wiki

3. Clicking the T icon will open a dialog box that lets you select the type of font, alignment,
color for the font and a few other things.

Color and Style [

Basic

Font [Seleafort. T3]

a. Make your desired selections and click Apply s g @
Text Color N

Styles Background Color [
Alignment (7)

Vertical Position [ 3]

strike Through ()

ample Text

Apply Styles || Clear Styles | Cancel

4. The Link button can be used to create another page in your wiki or link to an external
website. (Highlight the text or select the image you want users to click to activate the link

prior to clicking the Link button.)
a. Fill in the requested information and then click Add Link.

Insert Link x Insert Link X

Wiki Link External Link m m External Link m

Link Text | Which ones work best in the Link Text | Which ones work best in the

Wiki | collaboratingonline Address
Page Name Which ones work best in thg New Window [

Choose an existing page
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New Window [

Add Link | Cancel Add Link | Cancel
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What are the tools available for online collaboration?

5. The File button can be used to upload files to your wiki.

Preview | Cancel Save ~

Pictures (Jpegs, Gifs, Bitmaps etc.) and movies will appear as an actual image on the wiki,
while PDF’s, Word documents, PowerPoints and Spreadsheets will appear as a link on your
wiki page. You can do very basic editing to pictures. You can only make them smaller or

align them to the left, middle or right.

6. Once you click the File button, a dialog box will open
where you can choose an existing file or click the
Upload Files button to add a new file.

a. Under the Click To menu you can choose to
Embed File or Link to File.
i. The link will look different depending on
the choice you make.
See image to the right.

b. Note: If you are getting error messages when
uploading files from the File button, you will
need to click on Manage Wiki and use a
different method.
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Link to a file:
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Choose files to upload t
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single file upload to

CollaboratingOnline wiki. Select multiple files by holding down & and clicking
smaller than 10 MB. If this upload tool isn't working for you, click here to use our
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Creative Commons Attribution Share-Alike 3.0 License

Subscription  This wiki is currently on our Basic plan. Upgrade Here

! = = |

Tags Templates Recycle Bin

Once your files are uploaded
you can go back to your wiki
page and use the File
button to provide a link to
the files you want to share.
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. . Widgets
7. The Widget button can be used to link to . ge
other Web 2.0 resources W Wikispaces Choose a Wikispaces widget below, or select a category to the left.

Table of Contents

Reference

a. Click on some of the options and

explore how they work. RSS Feed

Contents of a Wiki Page
List of Wiki Pages

Discussion Area

Page History
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List of Links to a Page
Tag Cloud

Top Contributors
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Insert Special Character

Insert Code

Other
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What are the tools available for online collaboration?

8. Click on Preview to see the new appearance of your wiki page. Click on Save to keep the
changes.

Adding a New Page
g CollaboratingOnline
2 home |- EditThis Page | | page v | discussi

H H Actions i X X
1. Click on the link New Page. =‘ NowPage Wi ones ot est i v K 1 gy
™ Recent Changes

Let's use this wiki to dialog about these questions.
L% Manage Wiki

Search =S

Navigation

Home

edit navigation

2. Fillin the requested information and click Create.
Note: The URL for your new page will automatically appear in the New Page URL field.

Make a New Page Make a New Page
Page Name Page Name | Google Docs
Add Tags Add Tags

collaborating google documents presentations spreadsheets charts x

New Page URL http://educationalwikis.wikispaces.com/

Create | Cancel New Page URL http://collaboratingonline.wikispaces.com/Google%20Docs

Create | Cancel
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3. Your new page will open in edit B|Z U|B | nNomal »| == E &Lk | [EFie | @ widget | [T Table
mode. Add some content to your
new page and click Save. Google Docs

Using Google Docs is an excellent way to get started with online

You will need a Google account to get started.

* |f you don't yet have one, you can create one here: Google Accounts 7

4. Your new page will now appear in the navigation sidebar. f CollaboratingOnline

Actions
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| Recent Changes Let's use this wiki to dialog about these questions.
Manage Wiki

1. Click on Manage Wiki.

Content
. o E = Y
2. Click on Permissions. Pages Files Tags
People
=]
Members Permissions Invite People

3. Select the preferred permission for - . Back to Ma
o . Wiki Permissions
your wiki. Note: Some choices are
Only available to paying Custome rs. O Public %/vtfxlxozae, includingp::;nfyr:)nr:unso\:\isitorslcan view and edit pages.
(® Protected Everyone can view pages, but only members of this wiki can edit pages.
™ Allow posts from non-
% Private Only members of this wiki can view and edit pages. | Part of our Plus plan, upgrade today starting at $5 per
month! ¥/
4 CI i Ck U pd ate % Custom Define custom permissions ‘Parl of our Super plan, upgrade today starting at $20 per month! *l
Update
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